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Abstract

This study explores the critical roles played by secretaries in ensuring effective record management within organizations. Records are vital assets that document organizational activities, support decision-making, and ensure legal compliance. As key administrative professionals, secretaries are responsible for the creation, classification, maintenance, retrieval, and secure disposal of records. The study highlights how their skills in organizing and managing both physical and digital records contribute to operational efficiency, information accuracy, and data protection. Despite the growing use of technology, the secretary’s role remains indispensable in maintaining systematic record-keeping practices. The findings emphasize that empowering secretaries with proper training and resources enhances overall organizational performance and accountability through improved record management.
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CHAPTER ONE
INTRODUCTION
1.1	Background to the Study
Records management is a crucial aspect of organizational administration, as it ensures the systematic control of records from creation to disposition. Effective records management is essential for enhancing efficiency, accountability, and compliance within an organization (Popoola, 2017). In this context, the role of the secretary is pivotal, as secretaries are primarily responsible for handling, organizing, and maintaining records to facilitate smooth administrative operations.
Organizations generate vast amounts of information daily, which must be properly managed to enhance decision-making and operational effectiveness. According to Nwosu and Ugwunze (2019), records management involves the systematic control of records throughout their lifecycle, ensuring their accessibility, security, and eventual disposal. Poor records management can lead to inefficiencies, data loss, legal challenges, and a lack of accountability. The secretary, as a key administrative officer, plays a significant role in mitigating these challenges by ensuring proper documentation, retrieval, and security of organizational records.
Secretaries serve as custodians of records in both public and private organizations, handling various documents such as correspondence, reports, and financial records (Oladapo & Adetoro, 2020). Their ability to organize, classify, and retrieve information promptly enhances organizational productivity and decision-making processes. The emergence of digital technology has further transformed the role of secretaries in records management, necessitating proficiency in electronic records management systems, data security measures, and compliance with records retention policies (Adewale, 2021). The shift from manual to digital records management has improved efficiency but also presents challenges such as cybersecurity threats, data integrity issues, and the need for continuous training.
Effective records management requires adherence to regulatory frameworks and best practices. International standards, such as ISO 15489, provide guidelines on records management principles, emphasizing the need for organizations to maintain accurate, reliable, and accessible records (International Organization for Standardization, 2018). Secretaries must be familiar with these regulations to ensure compliance and avoid legal repercussions. A study by Ekechukwu and Okoro (2022), highlights that organizations with well-structured records management systems experience better operational efficiency, reduced risks, and improved service delivery.
In the Nigerian context, the importance of secretaries in records management is underscored by the increasing demand for accountability and transparency in both the public and private sectors. Many organizations have adopted electronic document management systems (EDMS) to improve records management efficiency (Ogunleye & Alabi, 2020). However, the effectiveness of these systems depends on the competence and diligence of secretaries in managing and securing records. Challenges such as inadequate training, lack of infrastructure, and resistance to change still hinder effective records management in some organizations (Chukwuemeka, 2021).
Therefore, this study seeks to examine the roles of secretaries in ensuring effective records management in organizations. It will explore the challenges they face, the impact of technology on their responsibilities, and the best practices that can enhance their effectiveness in managing records. Understanding the contributions of secretaries to records management will provide insights into improving administrative processes and ensuring that organizations meet regulatory and operational standards.
1.2	Statement of the Problem
This project work has been posed to focus on the Roles of Secretary on Effective Record Management in an Organization. Record keeping is important task to any organization in other to survive in this turbulent world. Organization that fails to keep adequate record may cease to exist and possibly not be able to progress and trace its history. Appropriate protection is required for all form of information, papers, or electronic, to ensure business continuity and efficiency and to avoid breaches, statutory regulatory or confidential obligation 
The technology has really change the method of record management through the provision of sophisticated technological tools such as computer and other record taking devices, as a result of this changes in secretarial profession this project as considered it appropriate to look into the reaction of secretary to modern office technology.
This project therefore carries out its findings on how the secretary will achieve the organization goals in the record keeping and the challenges in the course of training, personal development in an organization.
1.3	Objectives of the Study
In Nigeria today, the various business organization and firms have witness the benefits of effective record management. The purpose of this study therefore is to assess the contribution made to secretarial duties.
The specific purposes are to determine:-
i. Whether record management have better storage system that can enhance the ease accessibility of records towards the achievement of organizational goals.
ii. Whether record management equipment's has safety prevention of fire, theft and unauthorized personnel from having access to records.
iii. Whether modern records management equipment helps so much in saving space in an organization.
iv. Whether improper record management damage or collapse an organization
v. Whether record management serve as a guide in comparing on period and another.




1.4	Research Questions
In the course of this study, the following research questions would be answered;
1. To what extent record management have better storage system that can enhance the ease accessibility of records towards the achievement of organizational goals?
2. To what extent record management equipments has safety prevention of fire, theft and unauthorized personnel from having access to records?
3. To what extent modern records management equipment helps so much in saving space in an organization?
4. To what extent improper record management damage or collapse an organization?
5. To what extent record management serve as a guide in comparing on period and another?
1.5	Significance of the Study
The study will be of immense benefits to the following: the researcher, the organization chosen from case study, the organizations and the general public.
Organization
There is no doubt that organization depends on records in its daily activities. Thus, records management accurately and completely, document programmes, policies and all transactions of the business and also, it involves in identifying important records and preparing a carefully designed disaster recovery plan that can help an organization reduce its vulnerability.
Readers
This study will help brings to readers mind that records management play a vital role towards the achievement of organization role and what no organization can exist without records management.
Researchers 
The researcher is also one of the benefactors of this study as it is one of the basic requirements for the award of National Diploma in Office Technology and Management.
1.6	Delimitation
This study was designed to look into Roles of Secretary on Effective Record Management in an Organization. No attempt would be made to go beyond this scope.
1.7	Limitations
For this research work to be completed, a number of problems were encountered among which were financial problem, time factor and also in getting rightful information from the respondents and lack of enough relevant literature on this particular topic: Roles of Secretary on Effective Record Management in an Organization.


CHAPTER TWO
LITERATURE REVIEW
The research study is on the Roles of Secretary on Effective Record Management in an Organization. The study will be conducted under the following sub-heading:
2.1	Concept of Secretary
2.2	Concept of Record Management
2.3	Objectives of Record Management
2.4	Barriers of Record Management
2.5	Record Life Cycle
2.6	Filling Systems
2.7	Filling Classification
2.8	Filling in Organization
2.9	Protecting of Vital Records
2.10	Indexing
2.1	Concept of Secretary
Secretary has been a very popular profession among the people from time immemorial. This is because no establishment ever existed without a secretary in fact a secretary is indispensable in any organization as without whom the principal will find it difficult if not impossible to succeed, such an indispensable officer to be able to perform well needs to be motivated.
However, the word secretary was derived from the Latin word "Secretarius" The word secretary is controversial, almost any woman who works in an office may refer herself as secretary or almost any employer may speak of "My Secretary" in describing his clerk. In both case the term is for prestige. However, this is probably - to lump-ups in the profession. It is a time difficult to distinguish a secretary from typist in an office; this is because the practical aspect of the work is hardly differentiated. For the purpose of this project work, secretary can be defined as an official, who has charge of the correspondence, records and other affairs of an organization and also handles secret and confidential matters. Hornby Webster (2012) a secretary is defined as one entrusted with the secrets or confidence of superior, one employed to handle correspondence and manage routine and detail work for a superior.
The above definition emphasizes the fact that a secretary is the person who keeps secret of her executive and also handles other administrative routines related her job. 
A secretary is the bedrock which an organization rest upon in terms of data and information. Secretary is a title often used in organizations to indicate a person having a certain amount of authority, power or importance to handle confidential matters in the organization. Secretaries announce important events and communicate to the organization. A secretary is also known as an administrative assistance. She has many administrative duties to deal with. The responsibility of secretary have evolved so much more and advance for example they have to master Microsoft office application; word, power point and excel to name a few. The role may vary according to the nature and might include managing budgets, bookkeeping, attending telephone calls, handling visitors, maintain websites travel arrangements, and preparing expense reports, secretaries might also manage all the administrative details of running a high level conference or meeting and be responsible for arranging the catering for a lunch meeting. Often ask to take the minutes at meetings and prepare meeting documents for review. In addition to the minutes, the secretary may be responsible for keeping all of the official records of a company or organization.
A secretary is the one who arrange meeting by passing out circular to all those concerned to attend the meeting: she takes down the minutes of a particular meeting and later developed it after which it will be circulated to the members, and the secretary should be able to manage budgets and doing bookkeeping, maintaining websites, and making travel arrangement for his/her boss. A good secretary must know how to take dictation in shorthand and at the same time be able to transcribe with the use of a machine for example on computer and she should understand the complex rules regarding visa and immigration.
2.2	Concept of Record Management
In any organization, records must be kept well since the form the essential part of the day to day activities of such organization. Records are so vital that they are Keeling. (2012) said "record sometimes referred to as memory of any business management is responsible for the development of systematic procedures and control overall phases of the record cycle creation, storage, retrieval, retention and disposition".
He further stressed that "record management is therefore a specialized area of administrative office management upon which all department of the organization must depend". The author explained that records management is the centre of all activities in the modern offices. Maedke, (2012) asserted that, "information is our most important tools today; it is needed daily in the process of solving problems and making decisions, information is not only our most important tools but it also of our greatest needs". 
The author explained that records are also part of our daily activities. Everything we do daily depends largely upon records management. The author said that it is useful to observe that management is always concerned with the achievement of desired goals of results. There are missions to perform, services to supply and projects to evaluate.
Langemo (2014) defines record management as the professional management of information in the physical form of records from the time records are received or created through their processing, distribution and placement in a storage and retrieval system until either eventual elimination or identification for permanent retention on the archives. Record management is the planning, controlling, directing, organizing, training, promoting and other managerial activities involving the life cycle of information including creation, maintenance, use, storage, retrieval and disposal regardless of media.
The International Standards Organization ISO (2013) defines record management as the field of management responsible for the efficient and systematic control of the creation and disposition of records including the processes for capturing and maintaining evidence of information about business activities and transactions in the form of record.
Records are anything that provides information about the past either in form of documents, letters, accounts and general orders. In every organization, it is essential to keep record because it sometimes serves as a basis on which decisions are made towards future plan at works, so in any organization management of record is taken with strong hand because it is written facts that provide information about staff. The information includes personnel document, birth certificate, school document and curriculum vitae, application letter, interview letter and other personal letter. Information has always been an organizational central resource without it which the modern organization simply could not function well. That is why, Richard (2012) stated that, business records are operational and sometimes strategic assets, they have economic, legal fiscal, risk management as a result they keep some record too long. spend too to store them, waste time looking for misplaced information, risk penalties for non compliance with records keeping regulations risk a public relations nightmare and fail to protect organizational critical information from harm.
Place (2012) define records management as "the application of scientific control for creating, processing, filling and maintain records". This definition shows that records management is the "scientific planning and control of all recorded information required for the smooth running of an organization's business from the day of creation to its final disposition. Any organization wishing to establish records management needs the assistance of a secretary for effectiveness.
Fries (2013) defined it as "a system of planning for controlling the use of business records. It includes the creation, storage, retrieval and disposition of records". He also said that, "business records are vital to the operation of any business and it is often overlooked". With the ever growing mountain of papers in business, management has focused attention on the expenses of maintaining business records.
In any organization, records management plays a vital role and so adequate attention be focused on the adoption of effective record management. 
Record management is a vital component of office service. Since what is decided and done is based upon the available information, the storage and retrieval of the available information are essential. 
Each day, greater quantities of information must be stored and retrieved, problems arise regarding how best to handle this information for quick references, what arrangement to follow, what policies to adopt, and what equipment to utilize.
2.3	Objectives of Record Management
The following are some of the objectives of record management as stated by
Keeling (2012); 
a. To provide the managers and other staff with information on which they base their decisions.
b. To provide information and records at the lowest possible cost.
c. To enable information to be stored in appropriate form and obtained whenever it is needed.
d. To provide the means by which information stored can be easily retrieved whenever it is needed.
e. To provide history of past activities, this involves documentation that has been acted upon: such as sales records, minutes which provide actions taken at meetings, letters and memoranda that provide information on actions taken and business transaction at a given time.
f. To protect the firm's information requirements and to design and control effective standards and periodic evaluation methods relating to the management of the records, equipment and procedures.
g. To assist in educating company personnel in the most effective methods of controlling and processing of the company record.
This should be established in the organization because without it, records management will not be achieved.
2.4	Barriers of Record Management
There are several barriers to record management according to Maedke, (2012) and among them are;
i. Lack of management support
ii. Lack of various programme element
iii. Lack of organization standard
iv. Lack of proper organization structure
v. Lack of integrated approach
i. Lack of Management Support
Management should be aware about the needs of efficient records management and they should also try to give their own support to records which will help the organization as a whole, without their support, improvement cannot be made.
Lack of management support in a workplace can lead to negative consequences for both employees and the company. It can create a hostile work environment, hinder employee development, and ultimately impact overall productivity and job satisfaction. Top management support is crucial for change management initiatives, communication, and creating a positive work culture. 
ii. Lack of Various Programme Elements 
In business organization, a lot of management programmes have been put to use. The unfortunate thing is that, there have been no experience personnel to put in charge of their programmes. Therefore, there is need for a careful planning and properly organized programme putting to use the essential elements as it will be of great importance in any organization.
A lack of various program elements can hinder a program's effectiveness and success. These elements include clear goals, a well-defined timeline, a budget, resource management, a plan for change, a program management team, and a risk management plan. Addressing these elements is crucial for a program's overall success. 
iii. Lack of Organization Standard
Management must be aware of the inter-relationship among all the element of its organization. In studying a record management system, it is necessary to assemble, for purpose of analysis, and letters forms, reports and directories; all the files, scheduling techniques, and so forth. It is then possible to make a flow chart of a system and discover its redundancies and inadequacies.
A lack of organizational standards refers to the absence of consistent, established procedures, guidelines, or rules within an organization, leading to inefficiencies, inconsistencies, and potential problems. This can manifest in various ways, including unclear roles, inconsistent quality, and difficulty in collaboration. 
iv. Lack of. Proper Organization Structure 
This is a serious problem in both government and business enterprises. There is a need for organization's wide standard geared to specific operations. Standards for the cost of such items, as letters, maintaining file, and contain routine and repetitive functions that have been established and should be used accordingly.
A lack of a proper organizational structure can lead to significant inefficiencies, conflicts, and biased decision-making, ultimately hindering organizational growth and effectiveness. This can result in miscommunication, work delays, and reduced productivity. A well-defined organizational structure is crucial for aligning employees' roles and responsibilities, facilitating clear communication, and enabling efficient collaboration. 
v. Lack of Integrated Approach 
A better and effective records management system should be a total information processing system and the elements of what system should be separated from the standard point of management analysis. It is highly desirable to place control improvements in record handling with one common supervisor.
A "lack of integrated approach" generally refers to the absence of interconnectedness or coordinated actions within a system, process, or organization. This can lead to inefficiencies, duplicated efforts, and conflicting outcomes. Instead of a cohesive strategy, there are isolated efforts that may not be aligned with overall goals. 
2.5	Record Life Cycle
Record Life Cycle refers to the stages through which a record passes from the time it is created until it is finally disposed of or preserved permanently. This concept is fundamental in records management, ensuring that records are handled systematically and efficiently throughout their existence.
Like living organism, records have a life cycle. They are created, retrieval, storage and retention.
a) Record Creation
Record begins the life cycle when they are created and received. This state is very pertinent to survival of records in an organization. Record creation, in general, refers to the process of generating and capturing information as documentation of an activity or event. This can involve creating physical documents like forms or reports, or creating digital records like emails or databases. The goal is to document a transaction, support a claim, explain a policy, or provide accountability
Keeling (2012) said everyone in a company, from a file clerk to the corporate, uses records and plays some part in their creation if there is no control program; records continue to multiply and soon clog the firm's communication channels. For this reason, the records management program begins with record creation".
He then concluded that records creation is therefore, a preventive maintenance program that seeks the following:
i. To determine who creates records
ii. To ensure that only supervisors have the authority to the creation of records in their departments.
iii. To find out when and where records are created and by what means.
Purpose
Records are created to serve a specific purpose, such as documenting a business transaction, providing evidence, or fulfilling legal requirements. 
Accuracy and Reliability
Records should be complete, accurate, and reliable to ensure their validity and usefulness. 
Authenticity
Records should be authentic, meaning they are what they claim to be, and they should be accompanied by information about their creator, date, and purpose. 
Context
Records should be created with sufficient context to be understood and interpreted properly. 



Format
Records can be created in various formats, including paper documents, digital files, or electronic records, and should be consistent with the organization's recordkeeping policies. 
b) Record Storage
This is very pertinent to survival of records in an organization. Keeling (2012) said: "with all the attention given to computers and magnetic storage media, it might seem that the era of the file cabinet has ended. This however is not the case, in small and large offices alike; manual filing systems continues to furnish the maximum storage services.
Important administrative factors such as the following should be taken care of:
i. Setting up effective filing system
ii. Organizing the files and
iii. Procuring filing equipment and supplies
The general believe is that this jet age where computers is seen as a storing device, manual filing equipment still have its place and cannot be thrown out of these.

c) Record Retrieval
With the introduction of modern technology such as computer, the retrieving aspect of information has been made very easy. Record retrieval according to Keeling (2012) "is the process of locating stored information, it is critically an important phase of records management".
Record retrieval is the process of locating, accessing, and obtaining records or documents, often used in legal, medical, or business contexts. It involves identifying, organizing, and retrieving information from various sources, including physical and digital archives, databases, and online portals
d) Record Retention
Record retention involves the survey of all existing records, the development of schedules for retaining records and the systematic transfer from active file to inactive storage or disposal of whose records that is no longer needed.
Keeling (2012) "Record retention involves the survey of all existing records, the development of schedules for retaining records and the systematic transfer from active files to inactive storage disposal of those records no longer need".
Records when stored should be able to retain for future reference if not, that means there is no proper records management system in operation in that organization.
Azuke (2014) said; "all future planning is done by the executive on the basis of performance and records, certain record explained under the provision of law in business, correspondence, a reference may be made to the previous letters, documents etc in the event of a dispute, records provide documentary evidence. Nothing causes more chaos in an office than unsystematic records management".
For any organization to function well and to achieve its aims and goals, its records must be properly kept and managed as well.
Agnein (2014) said "everyday millions of documents are created in officials throughout the whole world. Each year, business and government organizations spends billions of money recording and retaining information because of the growing and complexity of business, the need for information in receiving considerable attention in today's business offices. Records management will play an important role in the business intelligence of the organization".
In dealing with the activities of the organization, a record needs to be well created and renewed.
Macdke (2012) said "the sources of a records management programme will depend to a large degree on the quality of the personnel employed. Many executives are not familiar with the objectives, functions and scope of a truly integrated program assume that a secretary or file clerk can set one up and operate it. The belief that anyone can effectively organize and operate an information system is a great misconception of our times"
In handling records in an organization, specialize people should be employed so that they may know the best way to handle the records and will be capable of handling files in an orderly manner.
Fries (2013) said "correspondence, contracts, cheques, payroll records, invoices, and all other business records are part of our complex day-to-day business operations. Our vast business system depends on these records to keep track of the fact and figures necessary to operate efficiently. Because such records continue to multiply at an astonishing rate and control other use of records"
He said further "business records are vital to the operation of any business and if the expenses of maintaining records is not singled out, it is often overlooked with ever growing maintain of papers in business management has focused attention on the expense of maintaining business records".
With the above support by the various authors, it could seen that the importance of records management cannot be over emphasized.
Records provide documentation or prove that an action has taken place and records employee's performance also helps manager to decide which employee deserve promotion or raises.
Gerard, (2015) said "records can be considered as a vital extension of man's knowledge and memory. The systems analyst is charged with responsibility for devising secure and economical methods of their retention".
2.6	Filling Systems
Filing is a method of arranging and storing records so that they can be located quickly and easily when people in company needs to see past records, a certain file is refer to at a particular time.
The basic function of the offices lies in the recording, arranging and dissemination of information. A simple and effective filing system is very often the key store of an office.
Azuke (2012) defined filing system as "a systematic arrangement and keeping of business correspondences and records so that they may be found and delivered when needed for future reference"
Harrison (2011) said "a large part of the efficiency of an office depends not only on the existence of a reliable filing system but also on the competency of staff in art of methodological filing an indexing.
A filling system is a method of organizing and storing documents or records in a systematic way, ensuring easy access and retrieval. Various types of filling systems, such as alphabetical, numerical, chronological, and subject-based, are used to manage documents efficiently. In an organizational context, a filling system serves as the central record-keeping system, often using physical or digital methods. 
With the above author's definition for filing, it could also be seen that there has to be specialists that will handle such papers into their file correctly.
Keeling (2012) has this to say "filling system refers to the procedures and methods used to classify, arrange or sort and store records for fast accessibility when needed. Good filling system makes it possible to have quick access to all types of stored records whether on paper, film or magnetic type.
Filing is one of the most important aspects of information when records are not properly kept in an organization it can cause a delay in the business operation in the industry. One of the major purposes of filing in an organization is for easy reference and even to make comparison between one period of time and another.
2.7	Filling Classification
Filing is a means of storing document in its proper place and this brings about the classification of files and they are:
· Alphabetical filing
· Geographical filing
· Numerical filing
· Subject filing
· Chronological filing
i. Alphabetical Filing
This is a system whereby materials or information about a person or any organization is being kept according to the sequence of alphabet or according to the first letter in the name e.g. if a person's name start with A, this means that the filing of his name will have to filled first before B.
According to Harrison (2011); "in the alphabetical method, each folder contains the name of correspondence and is arranged in strict alphabetical order to determine the exact position of file and letters subsequent to the first letter of the surname are the determining factor e.g. Collins Thomas should be filed before Cryton Phillip".
Examples:
Staff Matters		A
Finance		B
Housing		C
This folder is then arranged in the cabinets, in alphabetical order (like words in a dictionary) and divide by guide cards bearing the letters of the alphabets.
ii. Geographical Filing
This can be said to be arranged according to a location or a zone. It can be according to a country and it can be file first by the state, then city or town. It is a paper filed by alphabetically arranged name or towns or countries. This method is commonly used in transport or expert office and sales department where it is often important to group papers into territories or in district order.

iii. Numerical Filing 
This is a method of filing by numbers instead of names. These records are kept in a numerical sequence and the files are placed in strict numerical order that is according to the numbers.
Administration	1-100
Finance		101-200
Pension		201-300
When the number allotted to a certain group is used up, another block number is allocated to such group numbers belonging to a certain group cannot be used by another.
iv. Subject Filing
This is when the topic or subjects are filled according to the subject matter that they are related to e.g. file for sales, purchase or electricity. In the case of application, a topic can be "Application for Employment". The employer may want to refer to the applicant by- name so they may go for the file of application for employment.
v. Chronological Filing 
This is the arrangement of records according to the data in order to arrival that is papers, documents etc and is filed in one folder in order to receipt, irrespective of subject matter. They are arranged according to year, months or days, there may be folder for within a period and could then be filed in an appropriate folder while these those received between January and June could be filed in a folder while those received between July and December are filed in another folder. It can only be when document have dates.
2.8	Filling in Organization
Records management differ from office to office, depending on the size of the office, these types of files organization are commonly found in the offices and they are: Centralize and Decentralize Filing.
· Centralize Filing System
In a centralized filing system, company records are in one place. This place may be called the file room or registry. A central system is usually managed by a small staff of employees who control access to records. Files and update records handle request for records and generally keep tract of the flow of records in the act of the centralized area.
According to Kallus (2012) in centralized filing records of general value through the farm are controlled by a centralized records department and stored in one location. The authors enumerated the following as the benefits of centralized filing.
i. The retention and disposition of all records as well as the control over their creation are facilitated and a total records management programme is thereby enhanced.
ii. Responsibility for the files is placed in the hands of specialists and greater overall personnel efficiently become possible.
iii. Needless duplication of equipment, supplies and records is eliminated and fewer dollars are wasted from poor procurement practices and uncontrolled use of equipment and supplies.
iv. All related records are kept together, which ends much of the confusion of lost records. More uniform filling methods are followed, this resulting in greater accuracy and quicker retrieval.
· Decentralized Filing System
Under this filing system, each office division maintains its own filing system and equipment. Every department in the company may have its own filing system.
A decentralized system has each office division and maintains its own filing system and equipment. The employee may have other types of office work to do.
According to Keeling (2012): the following are the merits of decentralized filing:
i. The confidential nature of material filed suggest that it be kept from e majority of the employees.
ii. Unnecessary delays in getting paper from the centralized department are avoided.
iii. The papers filed are to be required by any other department.
2.9	Protecting of Vital Records
Records when stored needs to be taken care of from destruction like water, fire, theft or natural hazards in order to ensure confidentially.
Records can be protected in so many different ways like photocopying of the original copy document or storing even in the computer since computer helps saves space even in the office today.
According to Maedke, (2012) "safeguarding vital records includes providing protection against the ordinary hazard of fire, water, mildew, light, dust, insects, rodents, acids, acids fumes, and excessive humidity. These records must also be protected against human hazards such as theft, misplacement, unauthorized access, these can cause loss of legibility to the extent that the records legality may be questioned. Although all hazards may be eliminated, the objective is to reduce them to an acceptable minimum":
Records are so important in the organization that if one of the papers get missed or misplaced could lead to the winding-up of the organization or event to dismissal of an employee in the organization.
Standard fire discipline which permits no smoking should be written around computer installations and fire extinguishers should also be installed.
In supporting the above reasons, Keeling (2012) agreed that "when accurate operating information about a firms customers, creditors, investors and employees is lost through theft or some disaster, the business may force to close".
Maedke (2012) gave the following as a means of protecting records;
i. Special Fire Resistive Housing  
Files, vaults and safes both on and off the premises. Magnetic tape is highly flammable, requiring safes that keep interior temperatures below 150°f
Special Fire Resistive Housing refers to a type of protective storage unit or structure specifically designed to safeguard valuable documents, records, or equipment from damage caused by fire. These housings are constructed using fire-resistant materials such as reinforced steel, concrete, or specially treated fireproof boards. They are often used in offices, archives, and data storage facilities where the protection of sensitive or irreplaceable items is critical.
The primary purpose of special fire resistive housing is to provide a secure environment that can withstand high temperatures for a specified period, thus ensuring the contents remain intact and unaffected during a fire outbreak. Such housings may include fireproof cabinets, safes, and vaults, often tested and certified to meet certain fire resistance standards. This is an essential component of records management and organizational safety planning, particularly for secretaries and administrative professionals responsible for safeguarding important office documents.
ii. Dispersion 
This entails transporting vital records to locate away from the business site. Small firms may combine their resources with those of other firms and establish cooperative storage centers or utilize commercial centers, large firms and exchange records among their branch offices to assure adequate protection.
iii. Duplication
Pertains to reproducing vital documents some copies may be stored in locations remote from the original records. Micro firms and magnetic tape records are especially easy to reproduce.
Duplication refers to the process of making one or more copies of a document, record, file, or any piece of information. It is a crucial practice in office management, especially in administrative and secretarial functions, to ensure that important information is preserved, distributed, or used in multiple locations simultaneously without relying on the original.
Duplication can be carried out through various means such as photocopying, printing, scanning, or using digital methods like copying electronic files. The primary purpose of duplication is to facilitate information sharing, backup, and security. For instance, in an office setting, duplicating meeting minutes, reports, memos, and correspondence allows multiple stakeholders to access the same information as needed. It also serves as a preventive measure against data loss by providing additional copies in case the original is damaged, lost, or destroyed.
iv. Standard Firm Discipline 
These permits no smoking around computer installations, keep combustive materials cleared from storage areas, and assures that vault door are closed when not in use.
Standard Firm Discipline refers to the established rules, policies, and behavioral expectations that govern the conduct of employees within an organization. It is a formal framework designed to promote order, accountability, and professionalism in the workplace. This discipline ensures that all employees, including secretaries and administrative staff, adhere to the organization's values, ethical standards, and operational procedures.
Having a standard firm discipline in place helps to create a productive work environment by clearly outlining acceptable and unacceptable behaviors. It also provides guidelines for dealing with misconduct, absenteeism, tardiness, negligence, and other workplace issues through fair and consistent procedures. The goal is not only to correct improper behavior but also to maintain harmony, protect organizational interests, and encourage a culture of responsibility and respect among staff members.
2.10	Indexing
It means an indicator which points the way to a more complete set of information which may be found in files or books.
Fries (2013) said indexing is the process of selecting what label or caption, the records is to be filed under and then determining the order of precedence of the words, or units involved. When filing materials by name indexing is deciding the order in which parts of a name are to be alphabetized".
Index is a systematic arrangement of information designed to help users quickly locate specific content within a larger body of work. Commonly found at the end of books, in databases, and within digital information systems, an index serves as a guide that points to where particular topics, terms, or data can be found. It typically includes keywords or phrases along with references such as page numbers, file paths, or document sections. The main purpose of an index is to improve efficiency in accessing information, especially when dealing with large volumes of content. In modern systems, indexes are crucial in search engines and databases, where they enable rapid searching and sorting of records. By streamlining retrieval, an index enhances both the usability and organization of information.
Azuka (2012) said "An indexing is an indicator which points the way to a more complete body of information which may be found in files or books. An index is ready guide to the location of the required file or record. It is an important aid to filing and finding because when a large number of files are maintained for various purposes they can be located or indicated by some sort of a guide which is known as the index"
These authors make us to know that without indexing records management cannot be said to have taken place at all.
Indexing is a process of organizing data according to a specific plan or framework, often used to make it easier to find and access information efficiently. In essence, it involves creating a structured list or table of terms, words, or categories that are used to locate specific information within a larger body of data. This process can be applied to various contexts, including books, databases, computer files, and even physical objects. 


















CHAPTER THREE
METHODOLOGY
The research methodology for this study involved the procedure for collection of all necessary data and information for the study. Therefore, the chapter will be presented under the following sub-headings: -
3.1	Instrument Used
3.2	Population of the Study
3.3	Sample and Sampling Techniques
3.4	Distribution and Collection of Data
3.5	Reliability
3.6	Validity
3.7	Method of Data Analysis
3.1	Instrument Used
The questionnaire tagged, "Roles of Secretary on Effective Record Management in an Organization'" was used because the researcher believed that it would afford the researcher the opportunity to obtained facts from a large number of people which could facilitate analysis. The items in the questionnaire are placed in four point rating scale of "SA - Strongly Agree 4, A = Agree 3, D = Disagree 2, and SD = Strongly Disagree 1" respectively.

3.2	Population of the Study
The population for this study was secretaries of Micheal Imodu National
Institute for Labour Studies, Ilorin and University of Ilorin Teaching Hospital, Ilorin. The total number of twenty (20) secretaries from Micheal Imodu National Institute for Labour Studies, Ilorin and twenty (20) secretaries from University of Ilorin Teaching Hospital, Ilorin are selected.
3.3	Sample and Sampling Techniques
The researcher used all the total population as sample size. The total number of population is sizeable to manage for the study.
3.4	Distribution and Collection of Data
The questionnaire designed was distributed by hand personally by the researcher. A total number of forty (40) questionnaires were distributed to Micheal Imodu National Institute for Labour Studies, Ilorin and University of Ilorin Teaching Hospital, Ilorin. The researcher returned to collect them back after one week. 
3.5	Reliability
The researcher first tested the instrument in order to make sure the instrument bring out the desired responses from the respondents. The instrument is used in this research work is reliable, as the question method will review information from the case.
3.6	Validity
In other to be sure the instrument measured what is suppose to, it was properly checked by the researcher. He critically examines the items of the instrument with the knowledge he had during his ND programme and accepted its use for the study. 
3.7	Method of Data Analysis
The data collect was classified and manually analyzed with the aid of a calculator, figure collected were converted into percentage to make the analysis clearer. Therefore, the analysis was based on data collected from the respondents and this will be presented in the next chapter.








CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction 
	This chapter deals with statistical analysis of data collected through questionnaires. It also deals with the interpretation and analysis of data.
4.2	Results 
	Table 4.1:	Effective records management makes it possible to compare between on period and another.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	20
	50

	Agree
	20
	50

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.1 above showed that, 20(50%) of the respondents strongly agreed that effective records management makes it possible to compare between on period and another, 20(50%) respondents agreed with the statement, while none of the respondents responded to disagreed and strongly disagreed respectively.
	This implied that effective records management makes it possible to compare between on period and another.
	Table 4.2:	Management should invest in records management.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	38

	Agree
	20
	50

	Disagree
	05
	12

	Strongly Disagree
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.2 above indicated that, 15(38%) of the respondents strongly agreed, 20(50%) agreed, while 5(12%) of the respondents disagreed with the statement that Management should invest in records management and there was no respondents for strongly disagreed. 
	Therefore, one can say that Management should invest in records management.







	Table 4.3:	Management should train staff on records management.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	20
	50

	Agree
	10
	25

	Disagree
	06
	15

	Strongly Disagree
	04
	10

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.3 above revealed that, 20(50%) of the respondents strongly agreed that Management should train staff on records management, 10(25%) agreed, while 6(15%) respondents disagreed and 4(10%) of the respondents strongly disagreed with the statement.
	It is obvious to conclude Management should train staff on records management.







	Table 4.4:	Organization need to keep some records for secret
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	20
	50

	Agree
	16
	40

	Disagree
	04
	10

	Strongly Disagree
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.4 above showed that, 20(50%) of the respondents strongly agreed that Organization need to keep some records for secret, 16(40%) of the respondents agreed with the statement, while 4(10%) respondents disagreed and there was no respondents for strongly disagreed.
	Therefore, it is safe to conclude Organization need to keep some records for secret.






	Table 4.5:	The keeping of records is an organization is vital to the organizational survival.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	24
	60

	Agree
	06
	15

	Disagree
	10
	25

	Strongly Disagree
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.5 above indicated that, 24(60%) of the respondents strongly agreed, 6(15%) respondents agreed with the statement that the keeping of records is an organization is vital to the organizational survival, while 10(25%) respondents disagreed and there was no respondents for strongly disagreed.
	This implies that the keeping of records is an organization is vital to the organizational survival.






	Table 4.6:	Modern equipment has helped so much in saving space in an office.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	22
	55

	Agree
	10
	25

	Disagree
	04
	10

	Strongly Disagree
	04
	10

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.6 above revealed that, 22(55%) of the respondents are strongly agreed, 10(25%) of the respondents agreed with the notion that modern equipment has helped so much in saving space in an office, while 4(10%) respondents disagreed and 4(10%) of the respondents strongly disagreed with the notion.
	It is safe to conclude that modern equipment has helped so much in saving space in an office.





	Table 4.7:	Modern factors management equipment are for better safety and easier accessibility of records in case of disasters like rain storm, flood or fire.
	Options
	Number of Respondents
	Percentages  %

	Strongly Agree
	14
	35

	Agree
	20
	50

	Disagree
	06
	15

	Strongly  disagree 
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.7 above showed that, 14(35%) of the respondents strongly agreed, 20(50%) of the respondents agreed with the statement that modern factors management equipment are for better safety and easier accessibility of records in case of disasters like rain storm, flood or fire, while 6(15%) respondents disagreed and there was no respondents for strongly disagreed.
	This implies that modern factors management equipment are for better safety and easier accessibility of records in case of disasters like rain storm, flood or fire.



	Table 4.8:	Records are important because they provide the people in authority the information on which to base their decisions.
	Options
	Number of Respondents
	Percentages  %

	Strongly Agree
	20
	50

	Agree
	08
	20

	Disagree
	08
	20

	Strongly  disagree 
	04
	10

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.8 above indicated, 20 (50%) of the respondents strongly agreed, 8(20%) agreed with the statement, while 8 (20%) respondents disagreed with the notion that records are important because they provide the people in authority the information on which to base their decisions and 4(10%) respondents strongly disagreed. 
	It is obvious to say that records are important because they provide the people in authority the information on which to base their decisions.




	Table 4.9:	For effective filing system, proper supplies and equipment are needed.
	Options
	Number of Respondents
	Percentages  %

	Strongly Agree
	20
	50

	Agree
	20
	50

	Disagree
	00
	0.00

	Strongly  disagree 
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.9 above revealed that, 20(50%) of the respondents are strongly agreed, 20(50%) of the respondents agreed with the statement that for effective filing system, proper supplies and equipment are needed, while none of the respondents disagreed and strongly disagreed respectively.
	Therefore, one can conclude that for effective filing system, proper supplies and equipment are needed.





	Table 4.10:	Out forms of identity are holds in the place of records that have been removed from the files are used in our establishment.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	16
	40

	Agree
	16
	40

	Disagree
	08
	20

	Strongly  disagree 
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.10 above indicated that, 16 (40%) of the respondents strongly agreed, 16(40%) of the respondents agreed with the statement that out forms of identity are holds in the place of records that have been removed from the files are used in our establishment, while 8(20%) respondents disagreed and there was no respondents for strongly disagreed.
	It is safe to conclude that out forms of identity are holds in the place of records that have been removed from the files are used in our establishment.



	Table 4.11:	Organization takes records management in relation to the success of their operation.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	20
	50

	Agree
	08
	20

	Disagree
	06
	15

	Strongly  disagree 
	06
	15

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.11 above showed that, 20(50%) of the respondents strongly agreed with the statement that organization takes records management in relation to the success of their operation, 8(20%) of the respondents agreed while 6(15%) respondents disagreed and 6(15%) respondents strongly disagreed with the notion.
	Therefore, one can conclude that organization takes records management in relation to the success of their operation.





	Table 4.12:	How secured is records is your organization?	
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	30
	75

	Agree
	10
	25

	Disagree
	00
	0.00

	Strongly  disagree 
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.12 above indicated that, 30(75%) of the respondents strongly agreed, 10(25%) of the respondents agreed with the notion that how secured is records is your organization, while none of the respondents responded to disagreed and strongly disagreed respectively. 
	This implies that how secured is records is your organization.







	Table 4.13:	Organization have problem in locating document.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	00
	0.00

	Agree
	10
	25

	Disagree
	26
	65

	Strongly  disagree 
	04
	10

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.13 above revealed that, 10(25%) of the respondents agreed with the statement that organization have problem in locating document, 26 (65%) respondent disagreed while 4(10%) respondents strongly disagreed with the notion and there was no respondents for strongly agreed.
	It is safe to conclude that organization have problem in locating document.






Table 4.14:	The immediate results of an effective records management will lead to.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	14
	35

	Agree
	16
	40

	Disagree
	06
	15

	Strongly  disagree 
	04
	10

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.14 above showed that, 14 (35%) of the respondents strongly agreed, 16(40%) agreed with the statement that the immediate results of an effective records management will lead to, while 6(15%) respondents disagreed and 4(10%) of the respondents strongly disagreed with the statement.
	Therefore, one can conclude that the immediate results of an effective records management will lead to.





	Table 4.15:	What method do you prefer in records management?
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	20
	50

	Agree
	10
	25

	Disagree
	10
	25

	Strongly  disagree 
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.15 above indicated that, 20 (50%) of the respondent strongly agreed with the notion that what method do you prefer in records management, 10(25%) respondents agreed, while 10 (25%) disagreed and there was no respondents for strongly disagreed.
	This implies that what method do you prefer in records management.






	Table 4.16:	Manual records management is becoming old fashioned in most modern organization.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	26
	65

	Agree
	06
	15

	Disagree
	08
	20

	Strongly  disagree 
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.16 above revealed that, 26 (65%) of the respondents strongly agreed, 6(15%) respondents agreed with the statement that manual records management is becoming old fashioned in most modern organization, while 8 (20%) respondents disagreed with the statement and there was no respondents for strongly disagreed.
	Therefore, it is safe to conclude that manual records management is becoming old fashioned in most modern organization.





	Table 4.17:	In manual operation of records management, impossibility of access by unauthorized individual is high.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	00
	0.00

	Agree
	10
	25

	Disagree
	20
	50

	Strongly  disagree 
	10
	25

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.17 above showed that, 10 (25%) of the respondents agreed, 20(50%) of the respondents disagreed with the statement, while 10 (25%) of the respondents strongly disagreed with the statement that in manual operation of records management, impossibility of access by unauthorized individual is high and there was no respondents for strongly agreed with the statement.
	One can conclude that in manual operation of records management, impossibility of access by unauthorized individual is high.



	Table 4.18:	Any organization which uses manual methods of records management will not be able to complete favorably with those who utilize the computer.
	Options
	Number of Respondents
	Percentages %

	Strongly agree
	22
	55

	Agree
	10
	25

	Disagree
	08
	20

	Strongly disagree
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.18 above indicated that, 22 (55%) of the respondents strongly agreed with the statement that any organization which uses manual methods of records management will not be able to complete favorably with those who utilize the computer, 10(25%) respondents agreed while 8(20%) respondents disagreed and there was no respondents for strongly disagreed.
	It is safe to say that any organization which uses manual methods of records management will not be able to complete favorably with those who utilize the computer.


	Table 4.19:	Information kept inside a computer is liable to lose, damages or destruction more than that of manual methods. 
	Options
	Number of Respondents
	Percentages %

	Strongly agree
	00
	0.00

	Agree
	08
	20

	Disagree
	20
	50

	Strongly disagree
	12
	30

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table, 4.19 above revealed that, 8(20%) of the respondents agreed with the notion that information kept inside a computer is liable to lose, damages or destruction more than that of manual methods, 20(50%) respondents disagreed while 12(30%) respondents strongly disagreed and there was no respondents for strongly agreed.
	It is obvious to conclude that information kept inside a computer is liable to lose, damages or destruction more than that of manual methods.




	Table 4.20:	Institution should be urged to lay more emphasis on the use of computer for the training of secretarial students.
	Options
	Number of Respondents
	Percentages %

	Strongly agree
	20
	50

	Agree
	20
	50

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.20 above showed that, 20 (50%) of the respondents strongly agreed with the statement that institution should be urged to lay more emphasis on the use of computer for the training of secretarial students, 20(50%) respondents agreed while none of the respondents responded to disagreed and strongly disagreed respecticvely.	Therefore, it is clear to conclude that institution should be urged to lay more emphasis on the use of computer for the training of secretarial students.






CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary
Great effort has been made on this project to evaluate "Roles of Secretary on Effective Record Management in an Organization". In order to carry out work effectively, Micheal Imoudu National Institute for Labour Studies, and University of Ilorin Teaching Hospital, Ilorin, was chosen as the case studies to enable the project to have relevant information to the utilization of computer on effective records management which was carried out basically through questionnaire.
Nevertheless, in the literature review, effort was made to have a detail on the definition, importance of effective records keeping, classification of computer, investment of organization in computer for records management, the consequences for not utilizing computer for records management. Having discussed these heading exclusively, it is believed that this project will be of great benefit to the readers (researchers) to discover the impact of computer on effective records management.
Above all, under the research method, I tried to make it clear that kwara state was the study location of the project. And with the sample of opinion collected in the course of project executives, it is believe that whatever the role secretary on effective management in an organization in Kwara state affect records management elsewhere or anywhere in Nigeria.
In order to get answer to the research questions the researcher went into some related literature of learned authorities. The researcher developed the questionnaire in line with the topic. Copies of the questionnaire were distributed to secretaries at Micheal Imodu National Institute for Labour Studies and University of Ilorin Teaching Hospital, Ilorin forty were collected and all the respondents were analyzed in chapter four.
As earlier stated in an organization which is posed to be successful and wish to meet up with the standard of technological method of work would always have the mind to be trained and be retrained so as to meet up with the challenges of the computer in keeping records.
5.2	Conclusion
With the above findings drawn from this study and having observed thoroughly and confirmed through questionnaires sent out, it was clearly shown that good records keeping is of great importance in an organization.
In any business organization, there must be written documents that needs to be filed and kept for sometimes. Records management cannot be over emphasized. From my findings, I found out that it is necessary to keep records for future reference, managerial decisions, day-to-day decision and organizational development and so on.
From the findings, record's keeping is very important and it showed that in various organizations, subject system of filing is commonly used and even system is majorly preferred by the respondents.
5.4	Recommendations
Based on the findings, the following recommendations were made:
1. Since it is known that record management plays an important role in any organization, the person in charge of records should be one who will be ready to keep document tightly.
2. There should be qualified and competent staff who will keep record of an organization in order to avoid leakage of secret of the organization.
3. It is necessary that good fire resistance safe (which a few company uses today) should be used in our organizations to prevent vital document in case of disasters.
4. The person keeping record should be interested in any training related to the field, in order to become an expert.
5. Management should try as much as possible to give their full support, both morally and financially, to records management.
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APPENDIX I
KWARA STATE POLYTECHNIC ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear respondent,
I am a student in the Department of Office Technology and Management, Institute of Information and Communication Technology, Kwara State Polytechnic, Ilorin. I am at present conducting a research and writing a project on “ROLES OF SECRETARY ON EFFECTIVE RECORD MANAGEMENT IN AN ORGANIZATION”.
The exercise is important in partial fulfillment of the requirements for the award of Higher National Diploma in Office Technology and Management of the institution.
Rest assured that the researcher ethics of anonymity and confidentially will be strictly adhered to.
Yours faithfully
ADEWUMI, SUNDAY TIMILEYIN
HND/23/OTM/FT/0006







APPENDIX II
KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Sir/Madam
RESEARCH QUESTIONNAIRE
This questionnaire is designed to solicit information from you on “ROLES OF SECRETARY ON EFFECTIVE RECORD MANAGEMENT IN AN ORGANIZATION”.
Kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.


Yours faithfully
ADEWUMI, SUNDAY TIMILEYIN
HND/23/OTM/FT/0009






QUESTIONNAIRES
1. Effective records management makes it possible to compare between on period and another.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
2. Management should invest in records management.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
3. Management should train staff on records management.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
4. Organization need to keep some records for secret.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
5. The keeping of records is an organization is vital to the organizational survival.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )

6. Modern equipment has helped so much in saving space in an office.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
7. Modern factors management equipment are for better safety and easier accessibility of records in case of disasters like rain storm, flood or fire.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
8. Records are important because they provide the people in authority the information on which to base their decisions.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
9. For effective filing system, proper supplies and equipment are needed.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
10. Out forms of identity are holds in the place of records that have been removed from the files are used in our establishment.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
11. Organization takes records management in relation to the success of their operation.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
12. How secured is records is your organization?
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
13. Organization have problem in locating document.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
14. The immediate results of an effective records management will lead to.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
15. What method do you prefer in records management?
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )


16. Manual records management is becoming old fashioned in most modern organization.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
17. In manual operation of records management, impossibility of access by unauthorized individual is high.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
18. Any organization which uses manual methods of records management will not be able to complete favorably with those who utilize the computer.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
19. Information kept inside a computer is liable to lose, damages or destruction more than that of manual methods.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )

20. Institution should be urged to lay more emphasis on the use of computer for the training of secretarial students.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
